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PURPOSES  AND  WORK 


OF  THE 

BUREAU  OF  PUBLIC  PERSONNEL  ADMINISTRATION 

The  Bureau  of  PuWic  Personnel  Admmistration  is  an  organization  ea- 
tablished  tlirough  the  efforts  of  civil  service  administrators  to  serve 
dvil  service  commissions.  It  is  independently  supported,  and  has  no 
official  connection  with  any  federal,  state,  ccMUity,  municipal,  or  other 

government  body.    Its  purposes  are: 

1.  To  serve  as  a  demring  house  for  existing  information  re^rdtog 

matters  relating  to  personnel  administration  in  the  public  service,  na- 
tional, state,  county,  a^d  local. 

2.  To  develop  and  improve  methods  of  personnel  administration 
through  the  conduct  of  original  investigations  and  experiments. 

3.  To  publish  the  results  of  the  work  in  such  form  as  experience  mttj 
demonstrate  to  be  most  effective  for  the  improvement  of  the  personnel 
adminstration  of  the  public  service. 

In  realizing  these  purposes,  the  Bureau  will  work  to  the  fullest 
extent  in  cooperation  with  civil  service  commissicms.  In  every  case, 
however,  its  services  will  be  given  only  upon  request  from  commissions 
desiring  them.  No  attempt  will  be  made  to  impress  its  notions  of 
personnel  administration  upon  any  commission. 
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THE  ORGANIZATION  AND  WORK 


07  THE 

BUREAU  OF  PUBLIC  PERSONNEL  ADMINISTRATION 

Establishment  and  Purposes 

The  Bureau  of  Public  Personnel  Administration  was  established 
October  1^  1922^  as  tiie  result  of  a  movement  originating  at  the  meeting 
of  the  Assembly  of  Civil  Service  Commissimis  hdd  at  Rochester  in  1919. 
Exchanges  of  experiences  at  meetings  of  civil  service  administrators  and 
others  had  developed  the  fact  that  civil  service  commissions,  acting  inr 
dcpendently,  often  attacked  de  novo  some  problem  worked  out  success- 
fully in  other  juridictions,  that  no  individual  commission  had  any  ade- 
quate facilities  for  finding  out  what  other  commissions  were  doing,  and 
that  a  vast  improvement  in  civil  service  administration  might  be  ex- 
pected to  result  if  the  best  practices  developed  independently  by  the 
commissions  with  facilities  for  study  and  experiment  were  put  into 
effect  generally.  It  was  recognised,  however,  that  if  an  oi^anixatim 
were  established  it  should  not  merely  assemble  and  dineminate  informa- 
tion regarding  current  civil  service  practice  but  should  also  make  studies 
for  the  purpose  of  improving  existing  methods^  particularly  of  testing 
applicants  for  positions  in  the  public  service. 

Before  the  Bureau  of  Public  Personnel  Administration  was  finally  es- 
tablished its  purposes,  by  common  consent  of  those  interested,  were 
formulated  as  follows: 

1.  To  serve  as  a  clearing  house  for  existing  information  relating  to 
personnel  administration  in  the  public  service,  national,  state,  county, 
and  local. 

2.  To  develop  and  improve  methods  of  personnel  administrataon 
through  the  conduct  of  original  investigations  and  experiments* 

8.  To  publish  the  results  of  its  wofk  in  such  form  as  experience  may 
demonstrate  to  be  most  effective  for  the  improvement  of  the  personnel 
administratkm  of  the  public  service. 

CoBtral  and  Support 

The  Bureau  of  Public  Personnel  Administration  is  administered  by  the 
Institute  for  Government  Research  with  the  advice  and  cooperation  of 
an  Advisory  Board  representing  the  various  groups  most  interested  in 
public  personnel  administration.  The  membership  of  the  Advisory 
Board  as  at  present  constituted  is  given  on  page  2,  and  includes  two 
members  representative  of  the  Assoably  of  Civil  Service  C<mmiissioiis, 
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one  of  the  United  States  Civil  Service  Commisiion,  cme  of  the  National 
Civil  Service  Reform  League,  and  one  of  the  Natumal  Research  ^fO*Kij- 

The  functions  of  the  Advisory  Board  are,  as  the  name  implies,  ad- 
visory rather  than  administrative.    Its  principal  functions  are: 

r  1)  To  give  general  advice  regarding  all  activities  of  the  Bureau. 

(2)  Spedfically  to  pass  upon  and  approve  or  x^ect  all  proposals  for 
new  projects  activities. 

(3)  To  review  in  maaoscript  any  formal  report  or  publication  witte 
sufficient  negative  power  to  prevent  the  printing  of  material  of  which  ^e 
Board  as  a  Board  does  not  approve  and  with  adequate  provision  to  (aiat»le 
individuals  to  secure  the  recording  of  thdr  personal  point  of  view  <m 

controversial  matters.  ^  *  i.  t 

(4.)  To  approve  or  reject  the  nominations  of  the  Director  ©f  tiie  In- 
stitute for  Government  Research  for  the  regular  full  time  staff  of  the 
Bureau. 

The  Director  of  the  Institute  for  Government  Research  also  serves  as 
Director  of  tiic  Bureau.  The  oiEoes  of  the  Bureau  are  in  the  quarters 
of  the  Institute  at  26  Jackson  Maec,  Washington,  D.  C.  These  and 
other  close  relations  make  it  unnecessary  for  the  Bureau  to  take  on 
heavy  overhead  expenses  and  at  tiie  same  time  enaWe  it  to  take  advan- 
tage of  the  library,  the  fund  of  information,  and  other  resources  of  the 
Institute.  The  Bureau,  moreover,  has  the  privilege  of  callmg  upon  the 
Institute's  staff  and  clerical  force  for  temporary  services  and  of  using 
all  the  facilities  at  the  Institute's  command.  In  a  word,  this  arrange- 
ment gives  the  Bureau  the  benefits  of  a  well  established  organization's 
counsel,  experience,  and  facilities,  without  cost  in  time  and  money. 

Both  the  Buzeau  and  the  Institute  are  privately  (though  separately) 
supported.  A  private  eitisen  mteresled  in  civic  progress  has  contributed 
to  tiie  Bureau  $26,000  a  year  for  a  period  of  three  years  with  no  con- 
ditions as  to  its  expenditure  except  that  It  be  used  in  tiic  study  and 
solution  of  public  personnel  problems  under  the  form  of  organiaation 
described  above.  Neither  the  Bureau  nor  the  Institute  has  any  offidri 
connection  with  any  federal,  state,  county,  municipal,  or  oHier  govcftt- 

meut  body. 
Staff 

In  selecting  its  staff,  necessarily  small,  the  Bureau  has  followed  the 
plan  of  choosing  those  who  are  already  familiar  witii  tiie  problems  en- 
countered in  civil  service  administration  and  who,  because  of  ttieir  Icnowl- 
edge  and  experience,  mav  be  relied  upon,  with  the  cooperation  from  dvU 
service  administrators  which  may  reasonably  be  expected,  to  make  real 
contributions  in  working  out  tiie  solution  of  pressing  problems.  Follow- 
ing are  brief  accounts  of  the  monbers  of  the  senior  staff: 

1.  Fred  Telford:  Mr.  Telford  was  for  taf^ieea  months  in  1918, 
1914,  and  1915  Assistant  Examhier  for  tiie  Illinois  Strte  Ovil  S«viee 
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Commission  and  since  then  he  has  been  almost  ctmtinuously  engaged  in 
civil  service  woric   He  has  had  iiqportant  parts  in  the  dassificatian  and 

salary  standardization  work  carried  on  by  the  United  States  and  Cana- 
dian governments,  the  state  of  Maryland,  and  the  cities  of  Montreal, 
Baltimore,  and  Philadelphia.  He  had  a  principal  part  in  launching  the 
new  dvil  service  commissions  in  Montreal,  Baltimore,  and  Maryland; 
his  wodk  induded  the  preparathm  of  rules  and  office  regulations,  the 
designing  of  forms,  the  establadunont  of  filing  and  record  keeping  sys- 
tems, assistance  in  selecting  the  regular  staff  and  in  holding  the  early 
tests,  and  consulting  service  for  some  months  after  the  new  commissions 
were  operating.  He  has  also  done  considerable  work  in  the  offices  of 
the  dvil  service  commissions  of  Canada  and  Philadelphia.  His  work 
has  made  him  familiar  with  the  laws,  rules,  and  to  a  considerable  extent 
the  staff,  operating  procedure,  and  problems  of  most  of  the  dvil  service 
commissions  of  the  United  States  and  Canada. 

2.  Dr.  L.  L.  Thurstone:  As  head  of  the  Department  of  Education 
and  Applied  Psychology  in  the  Carnegie  Institute  of  Technology  and  in 
other  capacities  Mr.  Thurstone  has  had  wide  experience  in  applying  the 
prindples  of  psychology  to  the  problems  of  personnd  administration  in 
the  pnUic  service  and  la  indnslaty.  He  has  given  psydbological  tests  to 
miHre  than  100,000  coll^  students  and  to  more  than  40,000  <Me^ 
clerical,  factory,  and  other,  industrial  workers.  During  the  war  he  as- 
sisted in  developing  the  army  trade  tests.  Later  he  developed  for  dvil 
service  and  industrial  use  a  set  of  clerical  tests  to  determine  the  capacity 
and  skill  of  applicants  for  derical  positions.    Recentiy  he  made  a  study 

Detroit  of  the  qpialification  requirements  for  various  dasses  of  police 
officers  and  of  tests  whidi  may  be  used  to  detcanune  the  extent  to  which 
applicants  and  officers  possess  these  qualificatioDS.  He  has  also  done 
a  great  deal  of  work  involving  a  wide  knowledge  of  statistical  theory 
and  practice. 

3.  Lewis  Meriam:  Mr.  Meriam,  who  is  also  on  the  staff  of  the  In- 
stitute, will  give  only  part  time  to  the  Bureau's  activities.  Through  his 
woi^  as  an  administrative  officer  in  tiie  Census  Bureau,  the  Cliildren's 
Bureau,  and  the  Shipping  Board,  as  well  as  with  tile  Joint  CongressiaMl 
Commission  on  the  Reclassification  of  Salaries  and  with  tiie  United 
States  Civil  Service  Commission,  he  is  well  qualified  to  give  assistance 
with  any  studies  involving  knowledge  of  conditions  in  the  federal  service, 
the  purposes,  technique,  and  results  of  classification,  or  the  collection  and 
malysui  of  irt^asties. 

From  time  to  time,  as  the  nature  of  the  work  demands,  other  qualified 
persons  may  be  added  to  the  Bureau's  staff  temporarily  or  permanentiy 
to  carry  mi  or  assist  with  particular  studies. 
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Policies  of  the  Bureau 

The  Advisory  Board  has  adopted  the  following  policies  to  govern  the 
WMk  of  the  Bureau  of  Public  Personnel  Admiuiatration: 

1.  Field  of  Activities:    The  Bureau  of  Public  Persomiel  Adnainifltra- 

tion  will^  as  far  as  its  facilities  permit  and  circumstances  make  advis- 
able, undertake  work  directly  or  indirectly  concerned  with  the  improve- 
ment of  public  persomiel  admixustration  in  the  United  StateS;^  Canada^ 
and  Cuba. 

2.  Nature  of  Work:  The  Bureau  of  Public  Personnel  Administration 
will  und»take: 

(a)  To  secure  detailed  information  with  regard  to  the  governing  laws 
mad  the  mles^  dnties,  oiganisatitm,  tests,  forms,  records,  operating  pro- 
cedure, and  costs  of  federal^  state,  provincial,  county,  municipal,  and 
park  civil  service  commissicms  or  other  public  personnel  bodies  and,  as 

far  as  practicable,  make  such  information  available  to  dvil  service  offi- 
cers and  employees  either  in  answer  to  specific  requests  or  in  form  fw 
general  distribution. 

(fe)  To  act  as  consultants,  upon  request,  to  oflScers  and  employees  of 
civil  service  commissions  with  regard  to  problems  of  organization  or 
administration. 

(c)  To  give  assistance  upon  request  to  public  officials,  to  administra- 
tive officers,  to  organisaticms,  and  to  individuals  interested  in  extending 
or  strengthening  the  merit  system;  in  the  case  of  reorganized  or  newly 
established  commissimis,  sudi  asalstance  may  include  aid  in  securing  and 
training  employees,  preparing  roles  and  0&oe  regulations,  and  estah* 
lishing  modem  tests,  forms,  records,  and  operating  procedure. 

(d)  To  carry  on,  either  with  its  own  facilities  or  in  cooperatimi  with 
one  or  more  civil  service  commissions,  experimental  and  research  work 
for  the  purpose  of  discovering  means  of  bettering  public  personnel  ad- 
ministration; such  work  may  include  basic  legislation,  operating  rules 
and  r^ulations,  classification  of  positions,  establishment  of  compensa- 
HOQ  nites  and  schedules,  methods  of  selecting  employees  for  entrance 
and  prmnoticn,  and  training  and  regulating  em|^yees.  Assistance  to 
one  at  more  coimnissicns  in  mafcii^  the  improved  methods  a  part  of 
their  current  practice  and  the  publioiticm  of  worth  while  results  will  be 
considered  a  normal  part  of  the  Bureau's  experimental  and  research 
work. 

(e)  To  prepare  and  distribute  literature  calculated  to  assist  civil  serv- 
ice administrators  in  the  better  handling  of  their  work  or  to  inform  the 
general  public  of  the  methods  and  benefits  of  the  merit  system. 

3.  limitations  on  Work:  The  Bureau  of  Public  Personnel  Adminis- 
tration mH  not  undertake  to  carry  on  for  any  civil  service  commission 
its  r^uUr  routine  woric  or  to  carry  tiirot;^  or  supervise  an  extensive 
piece  of  occasional  woA,  such  as  a  dassification  of  positions  or  a  stand- 


ardisatim  of  salaries,  unless  in  the  opinion  of  the  Director  of  the  In- 
stitute and  with  tiie  mppcoval  of  the  Advisory  Board  such  work  is  advis- 
able and  arrangements  axe  made  for  reimbursing  tiie  Bureau  for  the 

time  and  expenses  of  staff  members  assigned.  The  Burean  will  not,  at 
any  given  time,  undertake  projects  whidb  require  any  substantial  part 
of  the  total  time  of  the  staflF  members  and  are  of  direct  interest  and 
benefit  only  to  federal  civil  service  commissions, 

4.  Charges  for  Work:  The  Bureau  of  Public  Personnel  Administration 
will  neither  request  nor  receive  compensation,  direct  or  indirect,  for  any 
services  ft  may  render  but  may,  when  the  Director  of  the  Institute  for 
Government  Beseardi  approves,  be  reimbursed  for  eiq»enditures  actually 
made  as  follow: 

(tf )  The  actual  cost  (hicfaiding  the  usual  distributing  charges)  of  pub- 
lications furnished  on  request. 

(b)  Actual  traveling  and  subsistence  expenses  of  a  staff  member  in- 
curred in  visiting  a  civil  service  cramiission^  at  its  request,  for  the  pur- 
pose of  studying  its  organization  or  procedure  and  giving  advice  or  as- 
sistance on  problems  of  interest  only  to  that  commission. 

(c)  Actual  payments  for  the  time  and  expenses  of  staff  members  as- 
signed, at  the  request  of  any  civil  service  commission,  to  give  assistance 
with  its  routine  work  or  an  occasional  piece  of  work  where  the  results 
are  of  substantial  interest  and  benefit  only  to  the  commission  concerned. 

Methods  of  Work 

As  the  Bureau  is  organised  to  give  different  kinds  of  service,  the 
methods  used  will  vary  aooordin|a^y.  In  order  that  it  may  first  of  all 
serve  as  a  clearing  house  of  <^fH«g  information^  the  Bureau  will  at- 
tempt to  secure  from  federal,  state,  provindal,  county,  and  city  dvil 
service  commissions  up  to  date  copies  of  reports,  laws,  rules,  <rfke  r<^^ 
lations,  forms,  tests,  and  other  matter,  to  file  such  material  so  that  it  is 
available  for  use,  and  to  maintain  it  currently;  in  addition  mendbers  of 
the  senior  staff  will,  to  the  fullest  possible  extent,  visit  the  offices  of  dvil 
service  commissions  to  gain  a  better  insight  into  their  organization  and 
procedure.  Any  of  the  information  collected  will  be  available  for  the 
use  of  any  civil  service  conunission  upon  request. 

In  addition,  the  Bureau  will  undertake,  either  alone  or  in  cooperation 
with  dvil  service  commisfldons  which  are  interested,  the  study  of  a  num- 
ber of  problems  where  there  is  apparent  need  of  in^irovement  in  existing 
methods  and  reascmable  hope  of  success.  In  selecting  definite  studies 
the  Bureau  will  give  consideraticm  to  a  number  of  factors,  sudi  as  the 
likelihood  of  securing  cooperation  from  civil  service  commissions  in 
carrying  on  the  work,  the  probability  of  workii^  out  worth  while  im- 
provements, the  ease  with  which  an  improvement,  if  worked  out,  may 
be  adopted  by  civil  service  commissions  and  made  a  part  of  their  cur- 
rent practice,  the  number  of  commissions  interested  in  the  subject  and 
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likely  to  take  advantage  of  the  results  of  the  study,  and  the  importance 
of  the  subject  in  relation  to  the  whole  problem  of  civil  service  adminis- 
tration. 

Obviously  some  of  the  research  studies  will  involve  considerable  sta- 
tistical work;  this  is  particularly  true  of  investigations  to  determine  the 
▼aloe  of  various  kinds  of  tests.  For  example,  the  same  test  will  be 
given  to  two  groups,  one  with  hi^  service  (efficiency)  ratings  and  one 
with  low  service  (effidency)  ratings;  if  the  test  shows  a  considerable 
difference  in  the  scores  of  ikt  two  groups,  1Mb  will  be  evidence  tiiat  it 
has  differentiating  value.  Or  the  whose  worth  is  to  be  determined 
will  be  given  to  a  group  of  employees  recently  appointed  and  the  ratings 
filed  for  future  reference.  After  a  year  (or  some  other  period)  has 
passed  the  service  (efficiency)  ratings  of  the  appointees  will  be  obtained 
and  compared  with  the  ratings  made  in  the  test.  If  the  correspondence 
between  the  ratings  obtained  and  the  service  (efficiency)  ratings  is  closer 
than  the  correspondence  between  the  ratings  obtained  by  the  former 
civil  service  test  and  the  service  (efficiency)  ratings,  the  new  test  may  be 
fairly  considered  as  an  imp^mmmt. 

Proposed  Studies 

Some  of  the  studies  to  be  midertdcen  as  the  fadlities  of  tike  Borean 
permit  and  the  cooperation  of  dvil  Krvice  cmnndsaioiis  can  be  secured 

are  as  follows: 

1.  Clearing  House  Service:  The  first  wt)rk  of  the  Bureau  obviously 
most  be  to  analyze  and  dige^  the  material  furnished  by  civil  service 
eommisfilons  in  order  that  it  may,  when  refuested,  famish  dvil  service 
administrators  with  informaticm  as  to  the  roles,  forms,  tests,  and  pro- 
cedure of  other  commissimis.  Some  requests,  it  is  anticipated,  will  re-" 
quire  little  or  no  study  but  merely  involve  the  gathering,  and  transmit- 
ting of  easily  ascertained  information;  others  undoubtedly  will  involve 
considerable  correspondence  and  more  or  less  investigation.  In  all  like- 
lihood the  number  of  requests  regarding  certain  subjects  will  be  great 
aiough  to  justify  the  publication  of  a  pamphlet  showing  the  existing 
practice  of  commissions  doing  successful  work. 

2.  Civil  S^vice  Laws  and  Practice:  As  a  basis  for  much  of  its  other 
work,  the  Bturean  will  undertake  the  preparati<m  of  a  bode  setting  forth 
the  principal  provisions  of  existing  dty^  coonty,  state,  and  federal  dvH 
service  laws,  of  the  results  obtained  under  these  laws,  and  of  the  ex- 
perience accumulated  in  the  forty  years  since  the  first  civil  service  laws 
were  enacted  in  the  United  States. 

3.  The  Classification  of  Positions  in  the  Public  Service:  Owing  to 
the  fact  that  in  most  services  comprising  more  than  a  few  hundred  po- 
rtions some  sort  of  groiqping  of  positions  for  purposes  of  selecting  and 
eraqpensating  employes  has  been  worked  ont,  and  owing  to  tiie  iaet  that 
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snch  a  gionping  is  a  prerequisite  to  a  high  degree  of  effectiveness  in 
dvfl  service  administration,  a  publication  wiU  be  prepared  settmg  forth 
the  principal  features  of  existing  cUssifications  and  tiie  manner  m  which 
they  work  ont  in  pradice. 

4.  Tests  and  Training  Course  for  Patrohnan  and  Fireman:  Consider 
able  divergence  of  opinum  exists  as  to  tiie  type  of  men  most  desirable 
for  the  police  and  fire  services,  as  to  the  best  metiiods  of  securing  the 
very  best  class  of  applicants  and  selecting  the  best  qualified  *yP«^ /f* 
as  to  the  manner  of  training  those  selected  and  assigning  them  to  definite 
posts.  The  Bureau  will  undertake  a  study  to  discover  the  best  existing 
practice  and  to  describe  it  in  such  manner  that  any  civil  service  com- 
mission or  any  police  or  fire  department  can  take  advantage  of  what 
others  are  doing.  In  addition,  an  independent  study  will  be  made  for 
the  purpose  of  improving  some  phases  of  tiie  work  now  admitted  not 
to  be  fully  sattefactory;  hi  particular,  the  aim  wiU  be  to  discover  the 
extent  to  which  intelligence  tests  may  be  developed  to  si^pkmcnt  or  in 
part  to  replace  tests  now  in  use. 

5.  Tests  for  Skilled  Trade  Positions:  Because  of  tfce  number  and 
variety  of  skilled  trade  positions  in  city,  county,  state,  or  federal^  ser- 
vices, the  tests  which  must  be  given  require  either  a  large  exanunii^ 
sta£E  or  the  use  of  many  special  boards  of  expert  examiners.  The  work 
done  during  the  war  and  since  indicates  that  very  satisfactory  tests  may 
be  pr^mred,  held,  and  rated  without  the  employment  of  numerous  special 
boards  and  witiiout  any  increase  in  the  number  of  expert  exammers  on 
the  r^ar  staflf  of  the  commission.  The  Bureau  will  attempt  to  de- 
vdop  such  skilled  trade  tests  suitable  for  dvil  service  use. 

6.  Clerical  Tests  of  Jrador  Qerk  Type:  An  attempt  wUl  be  made  to 
formulate  in  a  form  for  use  by  dvil  service  commissions  a  series  of 
suitable  tests  for  applicants  for  derical  positions  in  which  littie  or  no 
experience  may  reasonably  be  assumed-  Particular  attention  will  be 
given  to  the  working  out  of  intelligence  and  other  tests  in  tenns  of 
strictly  derical  subject  matter  and  to  reduce  to  a  minimum  the  amount 
of  work  involved  in  preparing,  holding,  and  rating  effective  tests. 

7.  Teste  for  Stenographers  and  Typists :  A  number  of  civil  service 
commissions  working  more  or  less  independently  have  accumulated  a  con- 
siderable fund  of  information  witii  w«aid  to  the  kind  of  material  to  be 
used  in  tests  for  stenographer  and  typist,  the  rates  of  speed  at  which 
dictation  ought  to  be  given  and  the  notes  transcribed,  the  standards  of 
accuracy  which  ought  to  be  observed,  and  the  conditions  under  which 
the  teste  should  be  held  so  as  to  secure  the  best  results.  To  the  extent 
that  the  will  supply  the  Bureau  with  the  information  they 
have  accumulated,  it  wiH  be  analysed,  eompued,  and  made  available  in 
such  form  that  any  dvil  service  commlsskm  can  take  advantage  of  the 
experience  of  the  group.  If  necessary,  additional  studies  wiU  be  made  in 
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cooperation  with  civil  service  commissions  to  remove  uncertainty  where 
the  prevailing  practice  varies  considerably  or  where  there  may  be  in- 
sufficient data  available. 

8.  Tests  for  Library  Positions:  Conditions  seem  to  be  auspicious  for 
bringing  about  the  cooperation  of  professional  librarians  and  civil  ser- 
vice commissions  in  standardizing  tests  for  library  positions.  The  Bu* 
rean  will  attempt  to  bring  about  this  cooperation  and>  if  it  can  be  se* 
cared^  will  ni^ertake  any  of  the  detail  work  necessary  to  mbody  in 
written  form  the  joint  contxibiiHons  ot  Hbrarians  and  ciTil  service  ad- 
niinisbrators. 

9.  Field  for  Intelligence  Tests  and  Objective  Methods:  As  far  as  is 
known  no  thorough  study  has  been  made  to  define  the  possibilities  and 
limitations  of  intelligence  tests  in  selecting  public  employees.  Likewise 
no  thorough  study  has  been  made  of  the  extent  to  which  the  objective 
methods  that  have  been  developed  and  used  by  psychologists  (that  is, 
methods  which  place  the  emphasis  upon  fact  statements  and  eliminate 
wholly  or  in  part  the  factor  of  judgment  in  rating  answers  or  persons) 
may  be  Gn|iloyed  by  civil  service  comniissions  to  reduce  the  amount  of 
the  derical  woA  mvolved  in  preparing  questions  and  rating,  answers 
and  to  minimise  the  expense  involved  in  manifolding  test  papers  even 
where  intelligence  and  other  psychological  tests  have  no  place.  Studies 
of  this  kind  will  be  undertaken  and  the  results  published  in  pamphlet 
or  other  form. 

10.  Equivalent  of  High  School  and  College  Education:  Certain  oc- 
cupations require  high  school  graduation  or  the  equivalent  while  others 
require  college  graduation  or  its  equivalent.  The  determining  of  these 
equivalents  without  reference  to  profssional  and  technical  courses  is 
necessarily  a  difficult  matter.  Some  pemms  with  superior  nuntality^  as 
Is  well  loEiown,  1^rou|^  tiieir  reading  and  experience  have  the  same  lom* 
tal  maturity  as  is  ordinarily  acquired  tiirou|^  hi^  sdiool  and  college 
training.  Others  who  have  had  the  formal  educational  courses  fail  to 
show  the  mental  maturity  which  might  reasonably  be  expected  from  their 
training.  A  study  will  be  undertaken  to  determine  whether  tests  can 
be  worked  out  which^  without  reference  to  any  particular  school  sub- 
ject^ will  be  such  as  to  show  that  persons  taking  them  either  do  or  do 
not  possess  a  certain  degree  of  mental  maturity. 

11.  Manuals  of  Organizatitm  and  Procedore:  In  fhe  course  of  its 
wori^  with  civil  service  commissicms^  and  also  as  a  result  of  formal  stud- 
ies^ the  Bureau  will  probably  accumulate  a  good  deal  of  information  as 
to  civil  service  practice  which  may  possibly  be  formulated  and  issued  in 
the  form  of  manuals.  Among  the  subjects  to  be  covered  may  be  men- 
tioned rules^  files,  forms^  statistical  reports,  personnel  records^  the  hand- 
ling of  routiiie  operaiaons  (such  as  certificaticms,  the  diedking  of  appli- 
cations, and  the  preparation  ^  eligible  lists),  unit  costs,  the  nmnlmr  and 
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kinds  of  positions  needed  to  handle  a  given  volume  of  civil  service  woric 

satisfactorily^  and  the  relations  of  the  examining  and  clerical  staffs. 

12.  Service  (Efficiency)  Rating  Systems:  At  present  there  is  gener- 
al dissatisfaction  with  systems  of  service  (efficiency)  ratings  in  use. 
The  subject,  however,  is  always  a  live  one  because  such  ratings  are  es- 
sential to  the  proper  handling  of  salary  increases  and  decreases,  promo- 
tionSj  reductions  in  force,  reductums  in  rank,  and  removals.  If  the  op- 
portunity presents  itself^  the  Bureau  will  be  ready  to  the  extent  that  its 
facilities  permit  to  assist  one  or  more  dvil  service  commissinps  in  any 
study  of  service  (^dency)  ratings  whidi  pnunises  to  result  in  same 
contribution  to  the  fund  of  infoimation  on  the  subject. 

18.  Training  for  Public  Employees:  For  some  years  there  has  been 
discussion  of  the  establishment  of  college  training  courses  for  those  ex- 
pecting to  enter  the  public  service  and  also  of  the  training  which  ought 
to  be  given  employees  after  they  enter  the  service;  in  both  fields  some- 
thing has  been  done.  The  Bureau  will  make  an  analysis  of  the  situation 
for  the  purpose  of  discovering  possibilities  and  limitations  in  federal^ 
State^  county^  and  munidpal  services  and  to  biing  t(^;etber  the  infoimar 
Um  r^;arding  successful  achievements. 

14.  Bulletins  and  Monographs:  It  is  expected  that  a  number  of 
mcmographs  and  other  publicaticms  will  be  prepared  setting  forth  in 
compact  form  the  best  practice  that  has  been  developed  by  dvil  service 
administrators  or  others  who  have  made  studies  in  particular  fields. 
The  following  subjects  illustrate  the  kind  of  publications  which  probably 
will  be  found  useful: 

1.  The  prindples^  purposes,  and  technique  of  oral  tests. 
8.  Graphical  mdhods  of  ^ermining  tiie  value  of  tests. 

The  stendl  method  of  rating  test  papers, 
4.  The  preparation  and  use  of  picture  trade  tests. 

6.  The  preparation  and  use  of  performance  trade  tests. 
6.  The  key-word  principle  in  oral  tests. 
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